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PREFACE TO 1960 EDITION

This manual is a guide for librarians, library boards, and city
and county officials desiring to improve personnel administra-
tion in their public libraries. It is a revision of the 195z
edition which was also prepared by the Personnel Comrittee of
the Public Libraries Section of the North Carclina Library As-
soclation.

This edition includes the following five items not insluded in
the earlier edition: (1) a brief explanation of why a library
needs written personnel policies; (2) an ocutline of how a local
library can proceed to prepare a personnel plan and writien
personnel policies; (3) a departmental organization chart fox
beth a small and a large librarys; (4) a schedule of suggestsd
salary ranges; and (5) a sample personnel ordinance or resolu-
tion,

In revis ag this manual, the committee has attempted %o keep

in mind the needs of all the libraries of the state. The cur-
rent personnel practices of a number oi cities and counties

of this state were studied and have been incorporated in this
manual. Although the manual anticipates the needs of the wvery
largest libraries in the state, it is hoped that the techniques
and practices suggested can be adapted to the real but less com-
plex needs of the smaller libraries in the state

The committee is grateful to Donald Hayman, Assistant Director
of the Institute of Government, feor assistance and for the
final draft of parts of this manual. Gratitude is also due

to Mrs. Biizabeth Hughey, Elaine vonr Oesen and Phyll;s Suyder
of the State Library.
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Evelyn Parks, Co-Chairman



PRETACE TO 1970 EDITION

The Personnel Committee of the Public Libraries Section of
the North Carolina Library Association was charged with the
revision of the North Carolina Pvblic Library Personnel

Manual, |

Obvious changes have been made such as pay scales, number

of profeasional employees, etc. With the publication of

the Asheim Report and the advent of technician courses in
iccal technical institutes, these innovations were taken in-
to consideration in the szample class specifications con-
tained in the manual.

The Personnel Committe:z expects this manual to be of some
guidance in formulating and updating a workable classifi-
cation and pay plan and personnel policies for public li-
braries in North Carolina. The Committee reminds users of
the manual that it is not a personnel plan, but a guide
which the individual library may follow in developing a
plan of its own.

PERSONNEL COMMITTEE

Neal Austin

Mrs. Michelle MacCaughelty
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A WRITTEN PERSONNEL POLICY g

A written personnel policy is instrumental in developing efficient and
effective library service. Such a policy is essential if the library is
to secure and retain a capable, conscientious staff because it establishes
conditions which inspire an attitude of dedication %o the library and to
the public,

Reduced to its simplest terms, the objective of the library is te as-
semble, preserve and make available to all the people the ideas and ex-
perience of civilization in whatever form they may be available. The
accomplishment of this objestive requires printed and other materials. It
requires space and equipment. And, it requires people.

It is the latter requirement - people ~ which provides the greatest
problem, the greatest challenge, and the deepest opportunity for the li-
brary administrater and library board. This is true because people =
the staff -~ are an essential link between idea and public. They shape
the public's image of the library, and they respond to the conditions
under which they worko

The library's persbnnel rolicy is designed to:

Describe the various positions needed in the library and
their relationships to each othero

Provide a feeling of job security.
Establish just and reasonable conditions of employment.

Establish compensation which is not onl:- "acceptable™
but which is equitable within the library staff and in
comparison with cther governmental positions.

Aid in the maintenance of pleasant personal relationships
by developing patterns for creative professional relation-
ships.

It is roet implied that a written personnel policy will of itself re-
solve an unpleasant work situation. It will make a sukistantial contri-
bution to harmony, job satisfaction, and institutional efficiency. i

A Plan of Personnel Organizatica will aid in reducing confusion about
responsibility. It will tend to prevent duplicztion of effort and to
facilitate ccordination and communication: &4 Clasg.fication Plan, de=
seribing positions and grouping similar ones together,; will facilitate
reference to positions in planning and budgeting, It will also aid in
recruiting, training and evaluating employees. When used with such a
positicn ¢lassification plan, a Pay Plan or Salary Schedule will help
provide equal pay for equal work and permit salary increases to be
granted as they are merited, TFinally, a Statement of Working Conditions,
(including reasonable hours, vacation, and sick leave; job security, re-
tirement, promctions, dismissals, appeals, and the like) will help reduce
confusion, frusiration and turnover and will encourage career employment,

The need for a personnel policy consisting of these four elements is
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obvious in a large library or in a library which is a part of city or
county govermment. In such libraries a personnel policy is essential to
the elimination of friction resulting from inequities hetween library de-
partments and between departments of the governmental unit.

In a smaller library -rith only a few employees, the need for a written
personnel policy may not be obvious. Employee selection, salary adjust~
ments, and other personnel activities may be very simple in a library in
which the librarian is in close daily contact with each employee. Yet
this very simplieity makes a personnel policy essentials without it, the
informality may encourage favoritism and inequities which will lead %o
jealousy, frustration and poor morale.

The four-part personnel policy should be written and formally adopted
by the board of *trusteses, At this point the policy becomes official and
will serve as & guide tc the library board, the librarian, employees and
applicants for employment., To be of continuing value, policies mus: be
revised periodically.

The procedure to be followed in developing and adcpting a personnel
policy for library employees will vary with the organizational framework
of which the library is a part.

Library boards of trustees have the legal authority to adopt a person-
nel policy governing their employees. This is true even for those li-
braries which function as a department of a local governmental unit. In
such cases trustees may provide that library employees shall be governed
by the same personnel policy as governs other emplcyees of the govern~
mental unit.

Local factors determine who will prepare the personnel policy. If the
litrarian has the time, has the confidence of the board of trusfees and
library employees, and has an understanding of the techniques of position
classification and pay plan construction, he or she should not hesitate
to prepare the classification and pay plan. I1If any one of these factors
is lacking, the iibrarian should seek assistance.

When a personnel policy is to apply to all employees oi a c¢city or
county, the librarian should serve as a member of an advisory committee
and deal directly with those parts of the policy affecting library enm-
ployees,

The following arguments have‘been made as to why the librarian should
prepare the position classification plan, the pay plan, and other person-
nel rules:

Personnel and organizational surveys and policies require
a thorough knowledge of the objectives and practices of a
library.

More accurate job specifications and pay plans can be pre=~
pared by persons thoroughly familiar with the work and
routine of a library.

The librarian or the library staff will have the respcnsi-
bility for keeping the plans up to date and should beneiit
from experisnce gained in developing the plans and rules.

f
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Personnel plans and rules developed by the staff will
not require an additional uppropriation and will be
less expensive.

Egually persuasive arguments have been made for empleying an cutside
consultant to prepare the library classification plan, pay plan and other
perscnnel rules:

A consultant will be more objective and his recommenda-
ticns will be more readily acce;.ed by boards of truse-
tees and employees.

Administrative duties will prevent most librarians from
becoming preoficient in the techniques of position classi-
fication and pay plans.

An cutside consultant may ke less expensive if responsi-
bility for preparing the personnel policy causes the 1i-
trarian to negiest other important duties,

The protiem of developing & personnel prlicy will be considered here
fer *wo groups of likraries:

Libraries with employees subject to a c¢ity or county
personnel poliny,.

Libraries with employees subject to a personnel
policy adopted by the library board of trustees.

The guestion of who should prepare the personnel policy arises in both
groups of libraries. Policies relating te staffing and crganizaticn are
permally determined by either the librarian or board, or by the librarian

ith ihe approval of the board. But what about the technical aspects of
preparirg a personnel poliey? Should the position classification Tlan,
the pay plan or the personnel rules be prepared by the librarian cor by an
outside consultant?

Egquality of treatment for all employees of a governmental unit is the
most frequent reason given for including library employees under the same
personnel policy governing other employees.

Some c¢ity and county governments which suppert a public library do not
have formal classification plans, pay plans, written leave policies, et
The development and implementation of a library personnel policy in these
governmental units will be more difficulto.

How can a librarian encourage a city or county to adopt a personnel
poliey vovering all employees of the governmental unit including library
empleysss? The need for a written personnel policy should first be brough®
to the attention of the entire library beard of trustees. The chairman
may wan®# o discuss the need for uniform policies informally with local
governing authorities. The board may take the leadership by adopting a
written persanvel policy for library employees and requesting manager and
governing kody approval. Or the board may ask the librarian, 1ln an in-
formal zonversation, to point out the advantages of uniform policies te¢
the manager, mayor or sommissioners. Giving a copy of the new classifi-

RIC g
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cation and pay plan or personnel ordinance of a neighboring governmental
unit to an official is often effective and persitasive.

A personnel policy consists of four parts:

An organization plan
A position classification plan
A pay plan or salary schedule

A statement of working conditions




PREPARING AN ORGANIZATION PLAN

The organizational planning of a library is an essential part of a 1li-
brarian's responsibility. In developing a plan of personnel organization,
a librarian will consider the service program desired and the skills of
present and available employees, In planning a library's service program,
the librarian will determine the optimum staffing pattern for the library,
and how the available employees will be utilized.

The American Library Association has established the following stand-
ards relating to the staffing of a library:

The number of staff members should be sufficient to per-
form the duties involved in selecting, organizing, and
interpreting materials, and to provide consistently ef-
ficient service at all hours when the headquarters unit
and community outlets are open to the public. Many
variables affect the size of adequate staff; e.g., popu-
lation served, volume of work, geographic spread of the
district served, number of departments, number of spe-
cialists required to meet special community needs, and
physical arrangement of buildingsa1

In each library system, there should be at least one professional staff
member for each of the following aspects of library service:

Administration
Organization and control of materials

Selection, information, and advisery service
for adults '

Selection, information, and advisory service
for young adults

Selection, information, and advisory service
for children

Extension services. o °2

Small libraries can approach these staffing standards recommended by
the American Library Association by forming regional libraries of two
or more counties, or by cooperating with other libraries in a library
system where personnel is shared, or by contracting with other libraries
for the services of library specialists.

Table I shows recommended staffing patterns for North Carolina public
libraries. Certification Requirements for Public Librarians of North
Carolina may be found in Exhibit.ZI.

1American Library Association. Minimum Standards for Public Library
Systems, 1966. pp. She

“Ibid. ‘

ERIC 5
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TABLE I
RECOMMENDED STAFFING PATTERNS
BASED ON A. L, A. STATISTICAL STANDARDS 1967

Library Population Number of Employees

Group Served Professional Nonprofessional Total
I 25,000 - 50,000 L 8 8 ~ 17 12 -~ 25
II 50,000 - 75,000 8 - 12 17 - 25 25 ~ 37
TII 75,000 ~ 100,000 12 16 25 - 3k 37 -~ 50
IV 100,000 - 150,000 16 - 25 zL4 ~ 50 50 -~ 75
v 150,000 - 200,0C0 25 33 50 - A7 75 ~ 100
VI 200,000 - 250,000 33 L2 67 - i3 100 - 125
VII 250,000 - 300,000 L2 - 50 83 - 100 125 ~ 150
VIII 300,000 -~ 50 100 - 150 -~

Although librarians may differ as to the best plan of personnel organiza-
tion, all will agree that as work, employees, and materials change the 1li~
brarian must re-evaluate the library's organization.

An organization chart is a valuable tool to a librarian considering the
best plan of personnel organization for a library. An organization chart
should be used to indicate how work is divided among departments. It is
also used to indicate the work each employee is responsible for, to whom each
employee reports, the lines of authority and responsibility, and the rela-~
tionships between employees and departments,

On the following pages are two sample organization charts which illustrate
personrel organization in a small and a large library.

il
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200,000 Population
35 Professional Librarians

and Subject Specialists
65 Nonprofessional staff

Main Library
4 Branches
1 Bookmobil.

ORGANIZATION CHART OF A LARGE LIBRARY

(1) .

“wQWmodoH “

(1)

|

(1)

Secretary

A LY

Public Relations

Assistant Director

i
|

Hsmmm 0ffice
1 Bus. Mgr.
1 Steno-Bookkeeper
2 Clerk-Typists

(%) _

Building Maint.

1 Bldg. Maint.Supv,

3 Janitors
|
(12) (1) (1) | (1)
Acq. & Tech. Main Library Coordinator Extension Serv.
Processing 1 Librarian Childrent's Serv. 1 Librarian o
2 Acqe Lbn. 1 Childrenis Lbn. i
2 Catalogers
3 Preprof.Lb.Ass't
3 Lib. Tech.
2 (lerk-Typists
(1) 9) | (5) (6) (26) 0
Circulation Adult Serv. oung Adult Serv, Children's Serv. H Branches ookmobile
1 Librarisn 1 Adult Serv, Hu.UH_.o 1 YoA. Libn. 1 Childrentis Lbne. - Br. Lbn. 1 Bk.Lbn
1 Ass't Dept. 2 Heference Lbn. 1 Ass't Dept.Lbn. 1 Ass't Dept.Lbn. i Asstt Lbn., 1 Preprof.Lb.
Lbn.e 2 Reader's Adv. 2 Preprof. Lbn.Assit{{ |2 Preprof.Lb.Asstt] ¢ Preprof.Lb.Ass'b Asstt
6 Lib. Tech. 1 Ass't Dept.Lbn. 1 Clexk-Typist 1 Lib. Tech. 8 Lib.Tech. 2 Bk.Driver-
3 Clerk-Typist 2 Preprof.Lb.Asstt 1l Page + Clerk-Typists Clexk
5 Pages 1 Clerk-Typist 2 Pages
(3) (3) (3)
Audio-Visual cal History Coll. Community Serv.
Services Il Subj. Specialis?t 2 Librarians or OB
1 Subj.Specialist ) Preprof. Lb. Ass't Subject Spec. =)
1 Preprof Lb.dss?t Ll Lib. Tech. ELW

1 Clerk-Typist




PREPARING A POSITION CLASSIFICATION PLAN

Several terms used in position classification tend to be confusing.
The term “position!" refers to the duties and responsibilities performed
by one person. The term "class' means a group of positions which are
sufficiently similar in duties and responsibilities that each position
in the group (a) can be referred to by the same job title, (b) may have
the same education and experience requirements, and (c¢) may have the
same schedule of pay.

In brief, nosition classification involves the “ollowing five steps:
? -~ g P

a. Securing information about all posit: 5 in the 1li-~
brary.

b, Analyzing the positions in terms of ultimate allo-
cation factors.

¢. Assigning the classes of positions to levelss
d. Writing descriptive class specifications.

e. Allocating individual positions to classes.

The following bhrief description of each of the above steps may nct
be sufficiently detailed for a librarian to prepare a position classi-
fication plan. Material in the following publications will provide
additional help:

A.L.A. Board on Personnel Administration. Subcommittee on Analysi~ of
Library Duties. DESCRIPTIVE LIST OF PROFESSIONAL AND NONPROFES -
SIONAL DUTIES IN LIBRARIES. Chicago: American Library Association,
1948,

A.L.A. Personnel Publications Committee of the Personnel Administration
Section. PERSONNEL ORGANIZATION AND PROCEDURE: A Manual Suggested
for Use in Public Libraries. 2nd. ed. Chicago: American Library
Association, 1968,

A.L.A. Subcommittee on Job Analysis Manual and Classification and Pay
Plan Manual. POSITION CLASSIFICATION AND SALARY ADMINISTRATION IN
LIBRARIES. Chicago: American Library Association, 1951,

Asheim, Lester. EDUCATION AND MANPOWER FOR LIBRARIANSHIP. A.L.A.
Bulletin, October 1968,

Byers, Kenneth M.; Montilla, Robert; and Williams, Elmer V. ELEMENTS
OF POSITION CLASSIFICATION IN LOCAL GOVERNMENT. Civil Service
Assembly now Public Personnel Association, 1955. pp. 49. $2.

Pace, Elizabeth, COUNTY SALARIES IN NORTH CAROLINA. Chapel Hill:
Institute of Government, University of North Carolina, Chapel Hill.

a. Securing Information

For the purpose of securing information as to what an emplcyee does,
each employee is asked to complete a position description. See Exhibit
VI. Each supervisor is asked to review the forms completed by his em-
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ployees for accuracy and completeness, and employees and supervisors are
interviewed by the person or bersons preparing the classification - lan
to verify information received and to fill in omissions.

The position description form and +he interview are concerned on’y
with what the employee does; not with his long tenure, not with his nre=~
vious training or experience, not witl the quality of his work, and aot
with what the employee ought to be doing.

b. Ansiyzing Positions

The seconi step is to analyze the information obtained about eac-
position in ~rder to group all positions involving similar duties iz o
a class under the same title. This analysis requires a consideration
of the factors in each position which make it conparable to or dif-
ferent from cther pesitions.

Six ultimate allocation factors are used in grouping positions in=o
classes,
Nature of work
Difficulty and complexity of duties
Nonsupervisory responsibilities
Supervisory and administrative responsibilities
Qualification standards
Nature of unusual working conditions or other
¢ritical factors

C. Assigning the Classes to Levels

The third step in the Preparation of a classification plan is to
arrange the groups of positions or classes in orderly fashion. Here
the objective is twe~fold. First; to clarify the relations among
classes of positions by developing vertical series where possible (depart-
mental assistant, departmental librarian, librarian), Second,; to assign
the various classes to levels which may be used for salary purposes,
Level 1 would include classes of Positions involving the least responsi-~
bility, and Level 2 would include classes of slightly higher responsi-

bility, etc.

d. Writing Class Specifications

Because most city and county officials are familiar with the termi-
nology used by the North Carolina State Personnel Department in preraring
classification and ray plans for local governments, their format has
been followed in the specifications. The State Personnel Departmenti's
definitions of terms cmployed are given below:

A class specification is a generalized description of the duties and
responsibilities characteristic of One or more positions which compromise
a class; it is not intended to describe all the duties of each position
in the class but rather to give a composite view of the class S0 as to
set it apart from other classes. Each class specification includes the
following sections: (1) Class Title, (2) Nature of Work, (3) Illustra-

15

L I




11

ive Bxamples of :rk, (4) Knowledge, Skills and Abilit. “y, (B) Accept~
:bie Training and Experience, and where applicable, (6) cess ry Spe~-
cial Requirements.

Class Title

The class title may cover positions in several artments; there-
fore, it is intended to be used for payro 1, personnel, .d other official
forms. It is not intended to prevent the use of more sp :ific working

titles, 1f the department so desires. . . .

Nature of Work

This section of the class specifications descril -: by . general
statement and then by more detailed statements the tvype c.. work and re-~
sporsibilities which characterize the class. A conside:z:ion ¢f such
factors as variety and difficulty of work, work hazards, supervision rs-
ceived and exercised, and other distinguishing features ray also be in~
zluded.

(¢ I

W

Illustrative Examples of Work

This section is not intended to define or limit . ~ duties which
may be assigned to an employee. Any single position in t : class will
involve duties which are not listed. The section, therefsre, is intended
to illustrate a more specific picture of the duties assigned to positions
in the class in terms of typical examples rather than an all inclusive
list of assignments.

Knowledge, Skills, and Abilities

This section sets forth the requirements of employees for succes
sful performance of work in positions assigmed to the class. Kncwledge,
skills, and abilities have been written primarily in terms of what are
required of new emploYees at time of appointment. They are not intended
to specify the desirable qualifications of a thoroughly experienced em-
ployee in the class. Thus they are intended primarily ~-o be of assiztance
in recruitment, examination, and placement of applicants. Personal char-
acteristics required of employees, such as honesty, courtesy, dependability,
sobriety, and industry are not mentioned; they should be implied as re=-
quired qualifications for all classes of work in public service. The de~
gree of knowledge required in classes is indicated through the use of
phrases which have the meanings indicated below:

"Some Knowledge' -~ implies familiarity only with the elementary
principles and terminology.

"Working or General Knowledge" ~ these terms should be used i. = -
changeably to imply sufficient knowledge of the subject to enable the em-
ployee to work effectively within a normal range of standard work situa-
tions with only general supervision. Ordinarily a college graduate in a
particular field should have a general knowledge of the subject matter
of that field. An individual seeking employment as a tradesman should
have a working knowledge of the methods,; tools, technioc:es, and practices
of that trade.

"Considerable Knowledge" - implies enough knowl:dge of the sub-
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ject to enable the employee to work independently without direct super-
vision and to assume responsibility for the solution of unusual as well as
commonplace work problems. '

"Thorough Knowledge' - implies an advanced knowledge and compre-
hensive understanding of the subject matter which will permit not only the
solution of unusual work problems out also advising on technical questions
and planning methods for difficult work situations.

Acceptable Training and Experience

This section presents a statement of the most desirable combina-
ticn of training and experience which an applicant for a vacant position
in the class should possess at the time of appointment. On most specifi-
cations the phrase for an gquivalent cowbination of training and ex-
perience' should be included. The exact interpretation of this phrase
and the determination of acceptable equivalent should not be spelled out
on the class specification but should be left to the good judgment of
appointing authorities.,

Necessary Special Reguirements

In this particular section are listed specific licenses or certi-
ficates needed by an employee tn perform a given Jjob, . .« .

The class specifications included in Exhibit II are illustrative
of a form which may be used in writing specifications.

Most of the same specifications in Exhibit II are more nearly job
descriptions than the type of class specifications which would be used in
a large governmental unit. The reasons are two-fold.

First, many library classes are single position classes in even
the largest libraries in this state, i.e., chief likrarian, assistant
librarian,; stenographer-bookkeeper, clerk-~typist, Jjanitor.

Second, because it was felt that detailed Jjob descriptions of all
the professional library positions at the departmental level would be
helpful to persons planning or staffing a library, nc¢ class specification
was prepared for departmental librarian. Instead, specifications have
been prepared for nine professional jobs at the departmental class level.
These specifications include acquisition librarian, adult services li-~
brarian, bookmobile iibrarian, branch librarjan, cataloger, etc. These
specifications were prepared in order that they might serve as a guide
for librarians and library boards in preparing a plan of personnel
organization. No attempt has been made to make this manual all inclusive.

Class speci.fications for every class of library position have not
heen prepared. Large libraries may have additicnzl classes, In =z small
library one librarian may have duties which are performed by several
persons in a larger library. These specifications are intended only to
be suggestive. Bach library or governmental unit should prepare class
specifications for the classes of positions existing in that library.

Some libraries will have fairly high level positions for spe-
cialists or professional people other than librarians. These could in-
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clude audio-visual specialists, public relations officers; language
specialists, art specialists, specilal community workers, etc. No
attempt has been made to write class specifications for such spe-
cialistse.

e. Allocating Positions to Classes

The fifth step in the classification of positions is the allocation
of individual positions to classes. For identification purposes, posSi-
tions may be referred to by number. Unless vacant they are usually
referred to by the name of the incumbent. The allocation of positions
involves preparing a list which includes the name of the incumbent of
each posi%ion, his previous job title, and the title of the class of
positions to which his position has been assigned.

18



PREPARING A PAY PLAN

The two principal factors affecting the pay for a class of positions
in a library are:

The duties and responsibilities of the posi-
tion

The salaries paid for similar work in the
community or in comparable institutions

The yposition classification plan having established the level of im-~
portance of the duties a pay plan or salary schedule indicates an ap-
propriate starting salary and increments recognizing the progressive
increase in value of the employee.

a. Collecting Comparative Salary Data

After a summary of the duties and responsibilities of the positions
has been prepared, salary data is then secured from the State Library,
library placement offices,; governmental units, compasrable institutions,
and other libraries and private employers in the area. The collected
salary data is tabulated to show the minimum, maximum, and the average
salary pald for each class in each position,

b. Policy Decisions Regarding the Pay Plan

After the classification plan has been prepared and comparative
salary data collected, policy decisions must be made by the board of
trustees as to whether library salaries should correspond to the lowest
average or highest salaries paid for comparable work by neighboring li-
breries and governments, The board should also decide whether increments
should be granted automatically or only as merited.

Usually the salary scale is arranged in a series of six increments,
with each increment representing an increase of approximately 5% above
the previous one,

These decisions will determine the framework of the pay plan. With
this framework in mind, the comparative salary data is analyzed to de-
termine tentative minimums and maximums for each class of positions.
These tentative conclusions are then compared witii and reconciled with
the levels of the classification plan. The pay plan is then constructed
by comparing and compromising the levels assigned by the classification
plan with the salary ranges indicated by the salary survey.

c. Installing a Pay Plan

The following four policies should be followed in installing the
proposed pay plan:

No employee shall receive a cut in alary as a
result of the transition to the nev c¢lassifi-
cation or pay plan.

Employees being paid below the minimum shall be
raised to the minimum or to the appropriate step

i3
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within the range.

Employees within the range but not on a step shall
be raised to the next higher step.

Employees bheing paid at a rate above the maximum
rate assigned for a class shall remain at their
present salary as long as it is above the maximum
rate.

d. Suggested Schedule of Salary Ranges

The schedule of salary ranges appearing in Table II on the following
page is the schedule now in use by the North Carolina State Personnel
Department.

The schedule consists of a minimum and a maximum annual salary for
forty-eight different salary ranges. There are five steps tetween
each minimum. Each step is approximately five per cent higher than the
previous step. Each minimum and maximum is approximately five per cent
higher or lower than the minimum and maximum of the salary range below
or akhove.

This schedule is an example of an integrated schedule cf pay ranges.
Forty~eight different rates of pay are included in the schedule as most
rates appear six times in six different ranges. Each range differs
from the range below it in that the bottom step (or minimum) has been
dropped off and a step added at the top. The schedule has been designed
in this fashion in order to simplify the task of payroll computation.

Professional librarian's salary should be in line with salary sched-
ules set by the N. C. State Personnel Department since professional li=
brarians are drawn from the national market. See Table III.

Preprofessional employees who are college graduates should be paid
at the prevailing schedule for public school teachers in the area. Those
with less than four years of ccllege should be paid proportionately less.
Years of experience should be given consideration.

Business managers, stenographers, typists, and clerks should be paid
in line with similar positions in the area.

Maintenance personnel also should be paid at the local prevailing wages.
Consideration should be given to the possibility of contracting for build-
ing and grounds maintenances



TABLE 11
NORTH CAROLINA
STATE PERSONNEL DEPARTMENT
SALARY SCHEDULE
EFFECTIVE JULY 1, 1969

SALARY STEPS

ARy 75 1 3] — 1 5 1 &

47 3444 3600 3756 3912 4080 4260
48 3600 3756 3912 4080 4260 4452
49 3756 3912 4080 4260 4452 4656
50 3912 4080 4260 4452 4656 4872
51 4080 4260 4452 4656 4872 5088
52 4260 4452 4656 4872 5088 5328
53 4452 4656 4872 5088 5328 5580
54 4656 4872 5088 5323 5580 5844
55 4872 5088 5328 5580 5844 6120
56 5088 5328 5580 5844 6120 6408
57 5328 5580 5844 6120 6408 6708
58 5580 5844 6120 6408 6708 7020
59 5844 6120 6408 6708 7020 7344
60 6120 6408 6798 7020 7344 7680
51 640% 6708 7020 7344 7680 8028
62 670- 7020 7344 7680 8028 8412
63 7020 7344 7680 8028 8412 3808
64 7344 7680 8028 8412 8803 9216
65 7680 8028 8412 8808 9216 9660
66 8028 8412 8808 9216 9660 10116
67 8412 8808 9216 9660 10116 10608
68 8808 9216 9660 10116 10608 11100
69 9216 9660 10116 10608 11100 11664
70 9660 10116 10608 11100 11664 12240
71 10116 10608 11100 11664 12240 12840
72 10608 11100 11664 12240 12840 13476
7 11100 11664 12240 12840 13476 14124
74 11664 12240 12840 13476 14124 14844
75 12240 12840 13476 14124 14844 15564
76 12840 13476 14124 14844 15564 16332
77 13476 14124 14844 15564 16332 17135
78 14124 14844 15564 16332 17136 17988
79 14844 15564 16332 17136 17988 18876
80 15564 16332 17136 17988 18876 19812
81 16332 17136 17988 18876 19812 20796
82 17136 17988 18876 19812 20796 21816
83 17988 18876 19812 20796 21816 22920
84 18876 19812 20796 21816 22920 24048
85 19812 20796 21816 22920 24048 25236
86 20796 21816 22920 24048 25236 26496
g7 21816 22920 24048 25236 26496 27828
88 22920 24048 25236 26496 27828 29220
89 24048 25236 26496 27828 29220 30684
90 25236 26496 27828 29220 30684 32220
91 26496 27828 25220 30684 32220 33328
92 27828 29220 30084 32220 33828 35520
93 292290 30684 32220 33828 35520 37296
94 30684 32220 33828 35520 37296 39168
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PREPARING A STATEMENT OF WORKING CONDITIONS

To be of continuing value, the personnel policies must be formally
adopted by the board of trustees or local governing body,

Exhibit III is a sample personnel ordinance or resolution which may
be of assistance to librarians attempting to prepare a statement of
working conditions. It is patterned after ordinances and resolutions
now in effect in several North Carolina cities and counties and sug-
gestions of the American Library Association.?t

Some of the following policies governing conditions of employment
have been included in the sample personnel resolution.

a, Probationary Period

A probationary period should be as much a part of the selection
process as the certification requirements, a performance examination
for clerks or typists, or an investigation of character or previous
employment. The sample resolution provides that all employees shall
serve a twelve-month probationary period. Such a period emphasizes
to the employee and the public that satisfactory performance on the
job is a condition of employment.,

b. Hours 3£ Work

The American Library Association in 1968 suggested 37 1/2 hours per
week for library employees.2

c. Vacation JLeave

The American Library Association recommends: "full-time staff members
in the professional and supporting staff services, except pages, receive
22 working days. Full-time pages and maintenance employees are allowed
10 working days in each of the first three years of service and 15 work-
ing days thereafter. Part-time employees working on a regular schedule
receive the same proportionate vacation allowance as is given full-time
starf members in the same service and with the corresponding years of
employment. No vacation allowance is given those employed on a temporary
or substitute basis, '

For new staff members,; not excluded from vacation allowance in line
above, who have been in the library's employ months but less than the
full vacation year, the allowance is prorated for the number of mouths of
service. No allowance is given for less than months' employment,">

The librarian should schedule vacations to interfere to the least
possible extent with the operation of the library and to provide insofar
as possible for the preferences of employees.

The resolution contains no recommendation as to the accumulation of

lAmerican Library Assoc...tion. Personnel Organization and Procedure:
a manual suggested for use in public libraries. 2nd ed. 1968,
°Ibid. p. 18 723

51bid. pp. 18-19
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annual leave. The committee recommends that the accunmulation of vaca-
tion time should be at the discretion of the chief librarian and the
board of trustees.

Circumstances under which library employees should receive com-
pensatory pay or time should be specified in the resolution.

d. Sick Leave

The sample resolution provides that sick leave is a privilege granted
by the library. The resolution provides that each employee will be
credited with one day of sick leave a month which may be cumuiated in-
definitely.

e. Notice of Resignation

In resigning employment, library employees should give as much notice
as possible. A chief librarian (or director) should always give at
least two months' notice; other professional personnel at least one month:
and other employees at least two weeks.

Employees whose conduct or performance of duty is unsatisfactory should
be dismissed and be given the same period of notice as would be required

in case of their resignation or paid for that period in lieu of notice.,

f. Retirement and Group Insurance

All library employees are covered by Social Security and should be
members of an actuarially sound supplementary retirement system. Em-
ployees of municipal, county and regional libraries in North Carolina are
eligible for membership in the North Carolina Local Governmental Em-
ployees' Retirement System (G.S. Chapter 128, Article 3; G.S. 160-70(4)) .

Each library employee who has attained the age of sixty-five years
should be retired at the end of the fiscal year unless the chief likrarian
and the library board of trustees shall request that the employee remain
in service.

Local governing bodies and local library boards of trustees are author-=-
ized by state acts to provide that library empleyees be covered by group
health, group life, and group accident and health insurance. The premium
for each of these three types of group insurance may be paid by the govern-
mental unit, by the employee, or jointly or severally. (GsS. 57~1023 GoSe
58-210(1)(b), (6), G.S. 254.4).

g. Workmen's Compensation

The North Carolina Workmen's Compensation Act provides that all public
employees are covered by the provisions of Workmen'®s Compensation Act. A
local governmentzl unit may comply with the provisions of the act by either
purchasing workmen's compensation insurance from an insurancé company or
by qualifying as a self-insurer. Incorporated or association libraries
should provide for employees through an insurance company.

h, Evaluation of Employees

If the pay plan in the personnel policy includes a provision for merit

24
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increases, formal or informal employee evaluation comes into the pictureal
Few libraries other than the large systems make written ratings of em-
ployees., A fair number start a program of written ratings, but soon al-
low the practice to fall into disuse. This is not surprising as formal-
ized employee evaluation as it is usually practiced has some distressing
aspects, Curiously, while employees say that they "want to know how

they stand'" in their jobs, they usually react with alarr when they know
that supervisors are rating their work. Secondly, administrative person-
nel know that they must make some type of employee evaluation, yet dis-
like filling out rating forms and interviewing employees on the ratings,
For sample rating forms, see Exhibits IV and V.

If written ratings are not used, periodic verbal analyses of each
employee's performance should be made. This can be done by supervisors
discussing employees with the director, then either the director or
the supervisor discussing with the employee how each feels the employee
is getting along in his job. This usually provides a2 opportunity to
give credit for doing well in addition to -cinting ur zreas that require

improvement. This interview should begin =Z=-h the supervisor asking
the employee how '"he" feels he is getting =lcng; and what he feels the
library is doing to help or hamper him in =is work. By reserving conm-~
ment by the supervisor until after the emnioyee has snvnressed himself,
the interview is more likely to develop i.. a frank Ziscussion of
strengths and weaknesses in botk the empi. -+« and the superviscr. The
evaluation interview is ideally a two-way =-i:z2mpt at understanding,

lTorbert, Frances. PERSONNEL MANAGEMENT IN SMALL COMPANIES. (Los
Angeles: Institute of Industrial Relations, University of California,
Los Angeles, 1959.) 102pp. Pp.65.
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EXHIBIT I

NORTH CAROLINA PUBLIC LIBRARY CERTIFICATION BOARD
Regulations for Certitication of Public Librarians, Revised, 1963

Pursuant to the General Statutes of North Carolina, Chapter 125-9, reguv-
lations for the certification of publis librarians in North Carolina are
revised as follows, effective January 1, 196k:

1, "“Certification Requiremen‘s for Public Librarians of
North Caroclina (Revised 1959)" are rescinded, eff=c-
tive December 31, 1963,

2., On and after January 1, 1964, certification of sub-
professional personnel is discontinued and Subprofes-
sional Certificates, Grades I and II, issued pricz
to this date will not be renewed wupon their expira-
tion.

3, Ungraded, permanent, professional certificates
issued prior to June 8, 1953, will remain valid and
will not be affested by these regulations. Profes-
sional Certificates, Grades I, II, an’ IIi, Lssued
between June 8, 1953 and December 31, 1963, are here-
by converted to ungraded, permanent, professional
certificates, effective January 1, 1964,

L, On and after January 1, 1964, ungraded, permanent,
professional certificates will be issued to appli=
cants who qualify under one of the following speci-
fications:

a) Hold a fifth-year graduate degree (B.S. in
LeSep, MoSs in LoS., or the equivalent) from a
library school accredited by the American Li-
brary Association at the time his degree was
awardeds or,

b) Hold a master's degree in librarianship from
an institution of higher education which 1s not
accredited by the American Library Association
but which is approved by a national; regional, or
state accrediting body, and have completed one
year of professional experience in a public 1li-
brary; or,

¢) Hold a bachelor's degree from an institution
of higher education approved by a national,
regional, or state accrediting body which in-
cludes a minor sequence in library science, and,
have completed not less than 15 semester hours

(24 quarter hours) of graduate study in librarian-
ship in a school accredited by the American Li-
brary Association, and, have completed not less
than two years of professional experience in a
public library. The total library science content

26
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in undergraduate a=d graduate study programs com-
bined shall aggreg:te not less than 30 semester
hours (45 guarter nours).

In determining the =21ligibility of an applizant >r certi-
fication under 4 (b) and & (c), the board will .= guided

by the American Library Association accrediting standard
that the formal study program of the librarian = ist ex~
hibit appropriate balance between general and professional
education, and that professional content in library science
shall constitute approximately one-~fifth of the total study
prograrn. Appllcazats whose preparation in general educa-
tion (_iberal arts ind sciences) does not meet this stand-~
ard wi.ll not be @)l sible for certification under sections

4 () and & (c).

Applicants who, on the effective date of these r=gulations,
have hegun a prngram of study to qualify them f--» a Profes-~
sional Certificate, Grade II, under the provis: ~as of the
1959 regulations oI this board will be grantec agraded,
permanent, nrofes:zional certificates uvon compl:.ion of
their study,; provi.iing that the requirements fc- the Pro-
fessional Certificzte, Grade II, as stzted in tz3s 1959
regulations are met in full on or befcre January 1, 1967.

Applicants for certification under these regulz=ions should
write to the North Carolina State Library, P. C. Box 2889,
Raleigh, 27602 for the necessary forms,



EXHIBIT II

SAMPLE CLASS SPECIFZCATIONS

Professional

Chief Librarian (or Director)
L ssistant Iibrarian (or Assistant D3 rector)
Departmental Librarian
Acquisition Librarian
Adult Services Librarian
Bookmobile Librarian
Branch Librarian
Cataloger
Children's Librarian
Extension Librarian
Reference Librarian
Young Adult Librarian
Assistant Departmental Librarian

Preprofessional

Preprofessional Library Assistant

Clerical. and General

Business Manager
Secretary~Bookkeeper
Library Technician
Clerk-Typist

Bookmobile Driver~Clerk
Janitor

Library Page

Ll
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CEIEF LIBRARIAN (or DIRECTOR)

Definition

Subject t: :k:. policies and rules of the board of trustees or other
governing bo- 7. an employee of this class is responsible for the adminis-
tration of =2 z=%lie lidrary.

Distinguishing Features of Work

Work invelves planning, organizing and coordinating the work of the
various divisicns and branches of the library system, study and work
with communit” leaders and organizations in developing programs to meet
the readin~ zad informational needs of the service area, and performing
managerial duties relating to office routine, personnel actions, and
budgetary itzams.

Illustrati-—~- Zxamples of Work

Plans, directs and supervises the work of members of the staff; em-
ploys and releases personnely recommends promotions and merit incrementsy
prepares work assignments and schedules; holds staff wmeetings.

Plans or supervises a publicity program; participates in community
activities and maintains contacts with local officials,; organizations
and library patrons in order to interpret the services and objectives
of the librarye.

Prepares preliminary budget, confers with library board,; and with mem-
bers of board presents budget to governmental officialss

Presents and interprets statistical, financial and other reports to
the board,; governmental officials and the public.

Directs and supervises maintenance of buildings, grounds and property:
helps plan new buildings or alterations in existing buildings.

Acts as executive officer of library board; helps prepare agenda and
attends all meetings; submits reports of all activities; serves as ad-
visor on matters of policy. :

Supervises book selection based on needs of community and library, on
objectives and policies of library, and in keeping with budgetary limita-~
tions; offers advice and sets up mechanism for purchase of books to sup=-
ply needs of all departments of the library and for systematic weeding
of the collection.

Attends professional meetings; maintains active membership in state,
regional and national library assoclations; participates in activities
of professional organizations; keeps inforamed on current trends and ?=-
velopments affecting libraries.

Enowledges, Skills, and ibilities

Thorough knowledge of the principles, practices, and techniques of

G“odern'library operation and administration.

59




25

considerable knowledge of the organization and departmental functions
county and city government.

Thorough knowledge of and background in various types of informational
. :~erials.

Ability to plan, organize, and administer a public library system to
=22t the needs of fthe community. '

Ability to deal effectively with civic and community groupsS.
Ability to present ideas effectively - orally and in writing.

Ability to establish and maintain effective working relationships
-.ong employees.

.septable Experience and Training

Graduation from an accredited college and a library‘school accredited
7 the American Library Association,

Considerable professional experience ium library field including super-
visory and administrative responsibilities.

Soecial Reguirements

Certification by the North Carolina Public Library Certification Board.

€o
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ASSISTANT LIBRARIAN (or DIRECTOR)

Definition

An employee in this class is responsible for assisting the chief 1i-
brarian (or director) in directing specific phases of a library program
or in the supervision of the administration of a public library.

Illustrative Examplies of Work

Assists the chief librarian in administering the work of the library.
Acts as chief librarian in absence of that official.

Prepares newspaper and radio publicity; makes talks to groups and
in other ways stimulates the use of the library services in the community.

Attends professiocunal meetings; maintains active membership in state,
regional and national library associations; participates in activities of
professional organizations; keeps informed on current trends and develop-
.ments affecting libraries.

Knowledge, Skills, and Abilities

Considerable knowledge of professional library techniques, procedures,
systems, aims and objectives,

Ability to organize and supervise the work of professional and c¢cleri~
cal library employees.,

Ability to administer library procedures and to maintain high standards
of library service,

Acceptable Experience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association.

Professional experience in library field including supervisory and ad-
ministrative responsibilities.

Special Requirements

Certification by the North Carolina Public Library Certification Board.

31
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ACQUISITION LIBRARIAN

Definition

An employee in this c¢lass administers the work of the acquisition de-
partment and supervises the staff,

Distinguishing Features of Worlk

Work involves organization of the acquisitiop routines, scheduling
frequency of purchases, controlling the established budgst for acquisi-
tiong, and planning and supervising the work of the staff, Procedures may
be planned in collaboration with the chief librarian, but individual in-
itiative in carrying out functions of the department is imperative. Work
is reviewed by reports and through conferences.

Illustrative Examples of Werk

Organizes and assigns ordering and related work for the staff.

Negotiates with publishers, dealers, and salesmen for catalogs, spe-
cial discounts, convenient and economical transportation, correction of
erxroxrs.

Consults with chiefs of departments and divisions regarding purchases.

Readsy reviews and makes recommendations concerning selection of li-
brary materials.

Controls the established budget for acquisitions and schedules fre-
quency of purchases.

Establishes and supervises order information files for determining
status of material; maintains want lists for books and library materials.

Searches for difficult trade bibliographical information; prepares
and assenbles data for orders; places orders; and verifies and approves in-
voices.

Esta?lishes and supervises check lists of serigls.

Acknowledges and records giftse.

Performs sﬁch other related work as may be required.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities of
professional organizations; keeps informed on current trends and develop~

ments affecting libraries.

Knowledge, Skills,and Abilities

Thorough knowledge of books, book markets, library discounts,; publishers,
editions, publishing standards, publishers' output, copyright laws and
regulations, and customs laws and regulations insofar as they relate tc

3o - \
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bookse.
.

Thorough knowledge of technical order procedures and problems.

General knowledge of library organlzatlon, procedure, pollcy, aims,
and service.

Ability to analyze all processes carefully and assign the routine
duties to clerical stafif members, o

Ability to plan, lay cut, direct and coordinate the work of others.
Skill in the use of bibliograp'hi'cai aids.

Judgment in establlshlng and malntaxnﬂng valuable 1nformaulon flleb
and records. :

Accuracy in maintaining the records and ‘reports neceéssary.to ac-
quisition work.

Ability to maintain effectlve working relatlonbhlps with other em-
ployees.

Acceptable Experience and Training

Graduation from an accéredited college zud a library school accredited
by the American Library Association.

2
’

RO

 Experience in library work of a responsible professional nature, and
an affinity for all aspects of work COnnected w1th achlS;tlon and the
book trade.’ :

P

Special Requlrements

Certification by the North Carolina Public lerary Certification- Board°
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ADULT SERVICES LIBRARIAN

* Definition

An employee in this class performs responsible professional work in
furthering the library's services to adults,

Distinguishing Features of Work

Work involves planning, developing, and executing a program designed
to interest adults in using the library. Work may include supervising
circulation of films and phonograph records; organizing and leading open
forum discussion groups; and scheduling and preparing exhibits and dis-
plays.

Work requires a background of music appreciation, knowledge of current
events, and the ability to present ideas effectively. It is performed
under general supervision, after conferences on broad outline of plans.
It requires the exercise of considerable initiative and independent judg-
ment, in securing the cooperation of adults in the library's program.
Work is checked by observation, in couferences, through reports, and by
the general response of the public to, and participation in the adult
programs.

Illustrative Examples of Work

Provides guidance tc¢ individuals in the use of library materials.

Organizes discussion groups; selects and trains the group leaders, ar-
ranges schedule of group discussions; attends sessions; supplies mate-
rials; and keeps records and prepares reports.

Prepares and arranges publicity relating to adult services.

Manages film program and attends meetings relating to use and selec-
tion of films.

Maintains collection of phonograph records.

Prepares long-range schedules for exhibits and displays of interest
to adults. ;

Performs related work as indicated.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities
cf professional organizations; keeps informed on current ftrends and de~-

velopments affecting libraries.

Knowledge, Skills, and Abilities

Thorough knowledge of adult materials.

Considerable knowledge of civic crganizations, special groups, com-
munity resources, and potential group leadership.

34
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Considerable knowledge of group techniques and of sources of eguca-
tional films and musical recordings.

General knowledge of the principles, practices,; and techniques of
modern librarianship.

Ability to meet and deal tactfully with adults of varying ages and
economic levels,

Ability to plan, develop and organize educational programs to fit the
needs of adults.

Ability to select and train group leaders, and to direct discussion
groups.

Ability to maintain effective working relationships with other em-~
Ployees.

Acceptable Experience and Training

Graduatior from an accredited college and a library school accredited
by the American Library Association.

Experience in general library work involving contact with the public.

Special Requirements

Certification by the North Carolina Public Library Certification Board,

[ oy




BOOKMOBILE I IBRARIAN

Definition

An employee in this class performs responsible professional work in
managing a mobile library for specified areas.

Distinguishing Features of Work

Work involves planning and organizing service, selecting library mate-
rials to meet needs of bookmobile patrons, discussing books with patrons
and assisting them in making selections. Work involves supervision of
assistants, maintenance of records, and preparation of reports and sched-
ules. Work is performed under general supervision and is evaluated by
observation, and through a review of records and reports.

Illustrative Examples of Worx

Participates in survey of community and in planning bookmobile routes
and schedules; recommends changes as needed.

Selects books and other materials from main library to meet antici-
vated interests and specific requests of patrons.

Participati2s in loading bookmobile and securing necessary aids.

Meets and welcomes patrons at scheduled stops, discusses books and as-
sists them in making selections.

Supervizes wnacord of circulation; prepares monthly and annual reports.

Recommends books for purchase.

Performs related work as assigned.

Attends professional meetings; maintains active membership in state,
regional and national library associationsj; participates in activities
of professional organizations; keeps informed on current trends and de-

velopments affecting libraries.

Knowledge, Skills, and Abilities

Considerable knowledge of a wide variety of literature and informa-
tional materials.

Working knowledge of the community served and of the reading levels
and interests of the various age groups.

General knowledge of the principles, practices, and techniques of
modern library operations

Thorough knowledge of circulation procedures.
Ability to guide patrons in making book selections.

Ability to deal tactfully and courteously with the publice.
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Ability to prepare repcrts ¢nd present ideas orally and in writing,

Ability to establish and maintain effective working relationships
with other employees.

Acceptable Experience and Training

Graduation from an accredited collr-ve and a library school accredited
by the American Library Association.

Some experiesuce in library work.

Special Requirements

Certification by the Noxrth Carolina Public Library Certification Board.
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BRANCH LIBRARIAN

Definition

An employee in this class performs responsihle professional and super-
visory work in managing a branch library.

Distinguishing Features of Work

Work involves the responsibkility for a branch library including the
planning and organizing of special programs for adults and children, the
participation in, and supervision of circulation activities and reference
work, the preparation of displays and the care of the building and equip-
ment. Work also involves public contact of a promotional nature in work-
ing with organizations in the area. Instructions received are of a general
nature with employee proceeding on own initiative with only occasional
reference to a superior for advice on special problems. Work is reviewed
by observation and through conferences and reports.

Illustrative Examples of Work

Meets with community groups to explain library services and promote use
of its facilities.

Supervises work at circulation desk.

Assists patrons in locating reference materials.
Arranges for exhibits.

Plans and develops programs for the branch.

Recommends books,; magazines, other materials and equipment for pur-
chase, requisitions for supplies.

Supervises care of building and equipment,

Prepares periodic reports of activities.

Performs related work as assigned.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities of
professional organizations; keeps informed on current trends and develop-

ments affecting libraries.

Knowledge, Skills;and Abilities

Thorough knowledge of the principles and practices of modern library
operation.

Coneiderable knowledge of and background in various types of litera-
ture.

General knowledge of the community.

1 . - .
aRiC‘ Ability to plan, organize, and execute special programs utilizing
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library facilities.

Ability to stimulate interest and encourage participaticvn 1.1 reading
and other library activitiuvs.

Ability to guide patrons in making book selections,
Ability to deal tactfully and courteously with the general pvblic.

Ability to establish and maintain effective working rela“ionships
with other employees.

Acceptable Experience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association.,

Some experience in library work,

Special Requirements

Certification by the North Carolina Public Library Certification Board.




CATALOGER

Definition

An employee in this class classifies, catalogs and organizes books
and other library materials.

Distinguishing Features of Work

Work involves planning and organizing cataloging; helping to select
materials to be added; determining the classification o materials into
proper groups, and coordinating the work of typists and other clerical
positions. Work requires thorough training and independent judgment.
Evaluation of effectiveness is judged by the usefulness of the catalog
as it is prepared, and by the promptness with which materials are pre-
pared for circulation.

Illustrative Examples of Work

Assigns classification numbers and subject headings to books received;
supervises ordering and typing of shelf list and catalog cards.

Is responsible for records of acquisitions and withdrawals.

Supervises filing of cards in all catalogs and shelf lists of the
library.

Performs related work as required.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities
of professional organizations; keeps informed on current trends and de-
velopments affecting libraries.

Knowledge, Skills, and Abilities

Thorough knowledge of the principles, practices and ftechnique
modern library operation.

Thorough knowledge of principles and practices of cataloging and
classifications

Considerable background knowledge of various types of literature.
Working knowledge of cataloging aids.

Ability to set up and maintain systematic files with multiple cross
references.

Ability to establish and maintain effective working relationships with
other employees.

Acceptable Experience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association.

Experience in cataloging.

Special Requirements

El{llC Certification by the North Carolina Public Library Certification Board.
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CHILDREN'S LIBRARIAN

Definition

An eriployce _a this class performs responsible professional v.c. in
previding,; maintaining, and promoting library service to ¢ . di1c-.

Distinguishing Features of Work

Worl. involves planning, developing, and executing a program designed
to interest children in the use of the library; selection of books and
maintenance of balanced collection. Work involves training and super-
vising personnel, compiling statistical reports and submit? 2g alnuas
departmental budget request. Work involves study with community agencies,
parents, and teachers to develop a program to meet the needs of children
served. Work involves cooperating with schools to stimulats use of 1li-
brary s.rvices.

Illustrative Examples of Work

Gives readers' advisory service to children; searches for materials
and information requested by or for children.

Advises adults concerning choice of books and other materials for
children.

Selects books and materials for purchase.
Plans for regular story hours and other special programs.
Arranges for exhibits; prepares publicity.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities
of preofessional organizations; keeps informed on curreut trends and de~
velopments affecting libraries.,

Knowledge, Skills, and Abilities

Thorough knowledge of the principles, practices, and techniques of
medern library operation.

Thorough knowledge of community needs with reference to children.

Ability to make a varied, balanced collection of books, periodicals
and other materi-  .s available to children.

Ability to introduce children %o books and to interest them in the
use of the library resources,

Ability to exercise initiative and independent judgment.
Ability to establish and maintain effective working relationships
with other employees.

Acceptable Experience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association.

Experience in library work with children.

, Special Requirements

O
ERIC Certification by the North Carolina Public Library Certification Board.
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EXTENSTON LIBRARIAN

Tefinition

An enployee in this class performs responsible professional work in
-xtending the public library's services outside the main building.

Distinguishing Features of Work

Work involves planning, organizing and executing a program designed
to interest individuals and groups in the use of library facilities out-
side the main library. Prepares annual budget request for extension
program. Work includes scheduling and supervising bookmobile services
and personnel; supervising branch library services and personnel; visit-~
ing community groups to stimulate interest in the libraryfs services;
assisting in selection of materials to meet needs and interests of branch
library and bookmobile patrons. It involves the exercise of independent
judgment in selecting and interpreting literature suitable to the dif-
ferent age groups. Work is performed independently after conferences
with the chief librarian on broad ouiline of plans, and is evaluated by
observation, through reports, and by thne general response to and partici-
pation in the extension programs.

Illustrative Examples of Work

Coordinates programs and services of all units outside main library.

Plans and directs bookmobile service; arranges schedules; discusses
over-all plans with bookwmobile personnel and gives assistance as needed
in carrying out the program.

Works with branch libraries in the same way as stated above.

Participates in planning and conducting in-service training programs
for extension personnel.

Confers with reference, adult, young adult, children's librarians and
other specialists as needed,

Assists in building balanced collections of materials to meet needs
of communities served by branches and in the regular exchange oI books
between branches and the main library.

Arranges for exhibits and their rotatiorn.

Performs related work as required.

Attends professional meetings; maintains active membership in state,
regional and national library associlaticns; participates in activities
of professional organizations; keeps informed on current trends and de-

velopments affecting libraries.

Knowledge, Skills, and Abilities

Thorough knowledge of the principles, practices,; and techniques of
modern library operation.
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Thorough knowledge of various types of informational materials, in-
cluding children's literature and reference matter.

Considerable knowledge of the community needs with reference to the
use of books and other library materials and services,

Considerable knowledge of civic organizations and community resources.

Ability to plan, organize, and execute special programs to meet needs
of special groups,; and to stimulate interest and encourage participation
in the library's program.

Ability to deal tactfully with civic groups, parents, children, and
the general public, and ability to maintain effective working relation-
ships with other employees.

Ability to exercise initiative and independent judgment in meeting
situations as they arise.

Acceptable Experience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association,

Experience in bookmobile and branch library work.

Special Requirements

Certification by the North Carolina Public Library Certification Board.
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REFERENCE LIBRARTAN

Definition

An employee in this class plans and supervises the work of the ref-
erence department.

Distinguishing Features of Work

Work involves decisions determining the organization of reference
services, the extent and kind of service to be given to individuals and
groups, the formulation of rules and regulations to implement the poli-
cies established in collaboration with the chief librarian, and the
supervision of all reference activities. Makes recommendations for pur-~
chase of books and materials to increase the effectiveness of the de~
partment., Work is reviewed by reports and through conferences.

Illustrative Examples of Work

Establishes reference policies concerning organization of reference
service, groups to be served, the extent and kind of service to indi-
viduals.

Plans, and assigns duties to the staff, aiding them with difficult
problems.

Answers reference questions, locates materials, suggests resources
in other libraries, supervises In-WATS transactions.

Instructs the patr.n in reference methods and sources.
Compiles bibliographies for the library, organizations, and individuals.

Contributes to local, regiomnal, or national bibliographical projects
with lists of holdings.

Organizes information files of pamphlets, c¢lippings, maps, pictures,
and maintains current statistical data.

Verifies bibliographical data for interlibrary loans.

Keads and reviews books and makes recommendations for purchase.

Confers with cataloging department from time to time.

Keeps records arnd compiles reports pertaining to reference service.

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities
of professional organizations; keeps informed on current trends and de-~

velopments affecting libraries.

Knowledge, Skills, and Abilities

Thorough knowledge of modern library organization, procedure, policy,
QO aims, and service, particularly as they relate to reference work.

ERIC
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Thorough knowledge of sources of information and familiarity with ref-
erence techniques.

Considerakle knowledge of the community and the interests of the
groups which will make use of the service.

Ability to plan, direct end coordinate the work of others.
Ability to guide patrons in locating information to meet their needs,
and to instruct them in the use of the reference books and services of

the department.

Ability to meet the public pleasantly and to create an atmosphere of
helpfulness.

Ability to meet all requests with resourcefulness.

Ability to establish anc maintain effective working relationships with
other employees.

Acceptable Exyperience and Training

Graduation from an accredited college and a library school accredited
by the American Library Association.

Experience in library work with emphasis on reference service.

Special Requirements

Certification by the North Carolina Public Library Certification. Board.
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YOUNG ADULT LIBRARIAN

Definition

An employee in this class performs responsible professional work in
furthering library service to young people.

Distinguishing Features of Work

Work involves supervising personnel, planning, developing, and a2xecu-
ting a flexible program designed to allow for the development of the
growing and expanding interests of young people. Work involves coopera-
ting with the schools to supplement school collections; study with com-
munity agencies, parents, teachers, and young people themselves to meet
reading needs. Work involves giving individual reader's advisory service
as a steppiungstone between children's and adult books; work involves
preparing aznnual departmental budget request, compiling statistical re-
ports, and selecting and maintaining a varied, balanced becok collection.

Tllustrative Examples of Work

Plans, directs, and supervises the department program and the work of
staff members and teen-age groups.

Selects books and other materials for purchase.
Talks to organized groups; prepares and arranges publicity.

‘Plans special programs of interest to teen-agers; film sessicus,
group discussions, jazz sessions, lecture series.

Provides opportunity for young people to discover books for pleasure
and profit, and to share and cultivate enjoyment of reading-

Attends professional meetings; maintains active membership in state,
regional and national library associations; participates in activities
of professional organizations; keeps informed on current trends and de-
velopments affecting libraries.

Knowledge, Skills, and Abilities

Thorough knowledge of the principles, practices, and techniques of
modern library operation, and of adolescent psychologye.

Thorough knowledge and appreciation of books.
Considerable knowledge of the.community resourcess
Ability to plan, organize, and exXecute speclal programs.

Ability to maintain effective working relationships with other em-
ployees. '

Ability to deal tactfully with patrons and to create an informal and
friendly atmosphere in the department.

o o '
ERi(j Ability to exercise initiative and independent Jjudguent.
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Accoptable Experience and Training

Graduation from an accredited colleyge =2ud a library school accredited
by the American Library Assoclation.

Some professional experience in library work, with emphasis on work
with young people.

Special Requirements "
Certifiication by the North Carolina Public Library Certification Board.




ASSISTANT DEPARTMENTAL LIBRARIAN

Definition

An employee in this class performs responsible professional work under
the supervision of the departmental librarian.

Distinguishing Features of Work

Work involvee mesisting in performing the functions of the department,
and requires initiative and independent judgment in carrying out duties.

Illustrative Examples of Work

Assists departmental librarian in planning, directing and supervising
the departmental program,

Takes full responsibility in the absence of the department head.
Attends professional meetingsj maintains active membership in state,
regional and national library assoclations; participates in activities of
professional orgenizations; keeps informed on current trends and develop-

ments affecting libraries. .

Knowledge, Skills, and Abilities

General knowledge of the principles, practices and techniques of modern
library operation.

General knowliuige of various types of informational materials.

Ability to perform efficiently the work of the department.,

Ability to present ldeas effectively.

Ability to deal tactfully and courteously with the general public.
Ability to meintain efféctive‘wdrking relationships with other employezs.

Acceptable Experience and Trairing

Graduation from an accredited college and a library school accredited by
the American Library Association.

Spzcial Requirements

Certification by the North Carolina Public Library Certification Board.
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PREPROFESSIONAL LIBRARY ASSISTANT

Definition

An employee in this class periorms responsible preprofessional work
under the supervision of a professional librarian.

Distinguishing Features of Work

Work involves assisting in the functions of the library in a variety of
nonroutine duties. Duties may include those requiring that choices be made
and that judgment and discretion be exercised,

Illustr-tive Examples of Work

Under the guidance and supervision of a professional librarian:
Performe readers' services in reference, adult, you 2
adult and children's areas.

Arranges film sessions, lecture or discussion programs,
exhibits and other group services,

Maintains pamphlet, picture and c¢lipping files.
Carries out interlibrary loan program.

Checks library's holdings against indexes and subject
bibliographies.

Attends professional meetings; maintains active membership in state,
regional and national library associationsj; participates in activities
of professional organizations; keeps informed on current trends and de-
valopments affecting libraries.,

Knowledge, Skills, and Abilities

o

Ability to establish and mairtziu effective working relationships with
other employees.,

P.L.A. I

Some knowledg~ of the various types of informational materials.
BExperience in using libraries.

P,L.A, IT

General knowledge of the principles, practices and techniques of modern
library operation.
General knowledge of various types of 1nformatlonal materials.

Acceptable Ixperience and Training

Graduation from an accredited four-ycar cecllege or university.

P.L.A. I
Graduation from an accredited four-year college or uni-zi.° . supple-
mented by 18 seraster hours in library science, a grad:it= su-sject field;
or an eguivale: combination of training and experience
P.L.A. II
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BUSINESS MANAGER

Definition

An employee in this class is responsible for the financial, purchasing,
and general business rianagement activities of a large public library.
Supervision may be exercised over a small number of employees performing
accounting, maintenance and custodial work.

Illustrative Examples of Work

Assists in preparing the library budget estimates and in presenting the
annual budgete

Prepares or reviews requisition and purchase orders for supplies, mate=
rial and equipment.

Maintains or supervises the maintenance of accounting records and the
preparation of statements and payrolls.

Advises the ~hief librarian on administrative matters pertaining to
the budget and usiness management and keeps the chief librarian informed
as to the financial condition of the library through oral and written re-
ports.

Superviszs maintenance and custodial workers employed by the library.

Performs related workx as required.

Knowledge, Skills, and Abilities

Considerable knowledge of the theory, principles, prictices, and methods
of accounting transactions and problems.

Ability to supervise the maintenance of accounting records, and to pre-
pare financial statements and reports.

Ability to supervise the maintenance of the library's equipment and
property.

Ability to establish and maintain satisfactory working relationships
with other emplcyees.

Acceptable Experience and Training

Graduation from a recognized college with major courses in accounting,
business administration, or an eg..ivalent combinatiocn of education and
experience.

Experience in responsible accounting and auditing worko.

——
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SECRETARY~BOOKKEEPER

Definition

An employee in this class is secretary to the chief librarian, takes and
transeribes dictation and performs bookkeeping and varied clerical work
under general supervision.

Distinguishing Features of Work

Work involves taking and transcribing dictation for correspondence and
reports and maintaining office files,

Work involves keeping financial records, preparing financial reports
and writing checks for accounts and payroll.

Illustrative Examples of Work

Maintains and responsible for financial records and prepares reports as
needod.

Maintains personnel records such as payroll and time sheets.

Composes and types for librarian's signature letters of transmittal
and acknowledgment and other routine correspondence.

Cuts stencils and types data on cards, forms, fciders, and other records.

Performs routine clerical work such as elphabetical and numerical filing,
checking nnd proofreading, and assembling material for distribution.

Takes and transcribes dictation consisting of letters in answer to in-
quiries and requests for information from the public, from other agencies
and from government offices or departments, office memoranda, reports.

Prepares Social Security, retirement and tax reports and forms required
by law,

Performs related work as required or assigned.

- Knowledge, Skills, and Abilities

Considerable knowledge of English grammar, srelling and composition, of
common office practices and methods, and of bookkeeping principles and
practices,

Ability to understand oral and written instructions,
Ability to take dictation and to transcribe it.
Apility to type accurately at moderate speed.

Ability to operate modern office equipment, such as type riter, adding
machine, duplicating equipment, etc.

Ability to establish and maintain satisfactory working relationships
with other employees,

Ac"gptab1e Experience and Training

[}{j:zraduatlon from high school and business training or certificateé from
mE@iness college. 31




b
LIBRARY TECHNICIAN

Definition

An employee in this class performs simple routine tasks and special-
skills tasks under direct supervision.

Distinguishing Features of Work

Work is performed in a framework of well-established guidelines.

Instructions on procedures and techniques do not r:...ire detailed
interpretation.

Illustrative Examples of Work

Checks Beoks in Print for availability and price.
Compiles orders according to established procedures.

Checks in new library materials received against invoices, orders,
printed cards, etc., according to established procedures.

A}
fipplies assigned call numbers to library materials.

Files in card catalog and shelf list subject to revision.
Supervises and trains pages in shelving litrary materials.

Operates audio-visual equipment and iustructs patrons in use of such
equipment,

Responsible for registration files acccrding to established procedures.
Collates books and periodicals prior tc binding.

Perfo1.s related work as assigned.

Maintains library statistics.

Knowledge, Skills, and Abilities

Some knowledge of modern library organization and procedure. .
Ability to follow the library's prescribed routines.,

Ability to estabiish and maintain sati>factory working relationships
with other employees.

Acceptable Experience and Training

Graduation from high school and technical trainiag.
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CLERK~-TYPIS&Y

Definition

An employee in this class perfrrms routine tasks which may require the
use of a typewriter.

Distinguishing Features of Work

Work is performed in accordance with established procedures and poli-~
cies and includes the incidental operation of common business machines.
Work is subject to detalled check and review for aucuracy and completeness,

Illustrative Xxamples of Work

Types correspondence; cuts stencils; types data on cards; folders;
types payrolls.

Performs alpusbetical and numerical filing, checking and proofreading.

Distributes incoming mail, and assembles, wraps, welghs, stamps and
forwards outgoing mail.

Performs related work as required or assigned.

Knowledge, Skills, and Abilities

General knowledge of English grammar, spelling and compcsition of com-
mon cffice practices and methods and of arithmetic.

Ability to type accurately and at moderate speed.

Ability to establish and maintain satisfactory working relationships
with other employees.

Acceptable Experience and Training

Graduation from high school, including or supplemented by courses in
typing and business practices,
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BOOKMOBILIT DRIVER-CLERK

Definltion

An employee in this class drives a bookmobile and performs clerical
work in assisting with the mobile library records.

Distinguishing Features of Work

Work involves Adriving and manipulating a bookmobile over a specified
route according to a predetermined schedule; assisting the bookmobile
librarian in checking books in and out, aad %eeping a tally of books cir-
culated at each stop., Work alsc involves the responsibility for seeing
that the bookmobile is kept in good working order and reporting needed
repalirs. Work requires constant aleriness while driving, and the ability
to manipulate a moderately heavy vehicle in traffic and at scheduled sta-
tions. Work is usually performed under supervision.

Illustrative Examples of Work

Lcads and unloads bookmobile; checks lists of special requests to see
that they are included.

Obtains card files of books checked out previously; secures pencils,
date stamp and other items needed, sees that bookmobilc has gas and oil
for trip.

A Drives over regular scheduled routes, making stops at specified sta-~
tions; takss in returned books, replacing book cards, stamps books and
cards loaned to patroas.

Checks on books due, mails out overdue notices.

Keeps circulation records,

Keeps reccrds of number of stops, patrons, mileage, gas 1e and oil
used, prepares monthly report of above data, adding expensc .ucurred for
repairs or maintenance of truck. '

Performs related work as assigned.

Knowledge, Skiils, and Abilities

General knowledge of approved circulation methods.

Some knowledge of the various types of informational materials in the
library, and of the card catalog and the library‘s filing system.

Ability to drive a moderately heavy truck, and to keep accurate records.

Ability to establish and maintain effective working relationships with
other employees,

Acceptable Experience and Training

Graduation from an accredited high school.

Rit? Experience in driving and valid license.
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JANITOR

Definition

An employee in this class performs routine manual work in the cleaning
and maintenance of library bulldings a..d grounds.

Distinguishing Features of Work

Work lnvolves the performance of various custodial duties necessary to
maintain the building and grounds. Work is performed under immediate
supervinion and is reviewed by personal inspection to see that work as-
signments have been properly carried cut and that standeards of cleanliness
and appearance are maintained.

Illustrative Examples of Work

Sweeps, scrubs, mops, waxes, and polishes floors; washes windows and
venetian blinds; dusts furniture and books.

Cleans rest room fixtures and eplenishes supplies.
Removes debris and litter from building and grounds.

Sweeps sidewalk, cuts grass, trims shrubbery and rakes up leaves and
other trash arcund the building,

Replaces lamp tubes and bulbs,

Locks up building st close of working day,.
Takes care of heating and cooling system.
Performs other work as assigned,

Knowledge, Skills, and Abilities

General knowledge of modern cleaning methods, materials, and equipment.

Ability to use cleaning materials properly and to keep premises in a
clean and sanitary condition.

Ability to understzad oral and simple written instructions.

Ability to deal courteocusly with the general public in giving out in-
formation,

Ability %to esteblish and maintain effective working relationships with
other employees,

Acceptable Experience and Training

Completion of elementary school.

Some experience in janitorial or related custodial work.
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LIBRARY PAGE

Defig%tion

An employee in this class does routine library clerical work under
close supervision,

Distinguishing Features of Work

Work involves shelving .ibrary materials in proper order and assisting
other library personnel. Positions in this class are usually part-time
and personnel is trained on the Jjob.

Illustrative Examples of Work

Sorts books in proper order and shelves books.
CLears tables of books and magazines.
Reads shelves.

Dusts shelves and carrels; retrieves materials from stacks and storage
areas.

Performs related work as reqguired.

Knowledge, Skills, and Abilities

Abilitj to follow simple oral and written directions.
Ability to sort and file alphabetically and numerically.

Abili.y to establish and maintain effective working relationships with
other employees and library patrons.

Ability to read numbers and letters rapidiy and accurately.

Acceptable Experience and Training

Completion of the ninth school grade, supplemented by some familiarity
with library materials.

Ui
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EXHIBIT III
SAMPLE PERSONNEL ORDINANCE OR RESOLUTION

WHEREAS it 18 the desire of the Board of Trustees of the Library
to eostablish a position classzification system and pay plan covering li-
brary employees in order to promots efficiency in administration and pro-
vide fair and reasonable compensation for all library employees, and
WHEREAS it iB the desire of the Library Bcard of Trustees to provide fair
and reasonable concditions of employment for all library empl yees, now
therefore, BE IT RESOLVED BY THE LIBRARY BOARD OF THE LIBRARY:

ARTICLE I. THE CLASSIFICATION PLAN

Section 1. Adoption of the Plan. The attached position classification
plan is herebky =zdopted as 8 the classification plan for the Library.

Section 2. Coverage of tne Plan. This classification plan shall in-
clude all full-time permanent classes of positions in the library service
of the « The Chief Librarian (or Director) shall allocate
each position covered by the classification plan to its appropriate class.

Section 3, Maintenance of Classification Plan., The Chief Librarian
(or Di.ector) shall be responsible for the administration and maintenance
of the position classification plan, He shall consider any material
change in the nature of the duties, -esponsibilities, working conditions
and othexr factore affecting the classification of any position. He shall
then restudy the position and determine if the classification of the posi-
tion should be changed. Authority to reallocate positions to classes on
the basls of kind and level of dutles and responsibilities is vested with
the Chief Lihrarian (or Director), subject to tie approval of the Library
Board.

Section 4. Classification of New Pcaitions. New positions shall be
essigned to existing classes or to new c¢lasses of positions by the Chiefl
Librarian (or Director) with the approval of the Library Board.

ARTICLE II. THE PAY PLAN

Saction 1. Adogtion of the Pay Plan. The attached Schedule of Salary

Ranges and Class Titles AssIgned o Sslary Ranges are hereby adopted as
the pay plan for Library.

Section 2. Maintenance of Pay Plan. Xach year prior t» the adoption
of the annual budget, the chief Librarian (or Director) shall, if possible,
secure information concerning the general level of salaries and wages paid
in privsate industry in the area, the salaries paid comparable stzte and
municipal employeeas, any change in the cost of living in the area during
the fiscal year. Based on his findings the Chief Librarian (or Director)
shall recommend increases, reduotions, or amenduents of the pay plan to
the Library Beard of Trustees for its consideration.

Secticn 3. ZIrensition to ithe Wew Pay Plam. As of the eflective date
of the adoption of this resolutlon, all employees whose jobs are covered
by this classification plan shall be paid at a listed rate within the
salary ranges established for their respective job classifications. No
QO loyee shall receive a salary cut as a result of the transition to the
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new classification plan. Employees being paid at a rate #bove "he maximum
rate assigned for the class shall remain at their present selary as long
as it is apove the maximum rate, Employees being paid less than the maxi-
mum salary for their class shall be pald at a rate listed in the salary
schedule. All employees not at a listed rate shall be raised to the next
higher listed rate.

Section %4. Starting Salary. As of the effective date of the adoption
of this ordinance or resolution, new employees shall be appointed at the
minimum salary which has been established for the classification in which
they are employed. However, applicants of exceptional experience or train-
ing may be appointed at starting salaries above the minimum, Chief Li-
brarian (or Director) shall report all such appointments to the Library
Board at its first meeting following the effective date of the appointment.

Section 5. Earned Salary Increment. Salary increases above the minimum
for each class of positions shall be granted only in recognition of superior
service or improved performence. An earned salary increment may be granted
to an employee at any time during the year upon the approval of the Chief
ILibrarian (or Director). An employee may be granted more than one earned
increment during one fiscal year only with the approval of the Chief 1i-
brariasn (or Director) and the Library Board.

Section 6. New Class of Positions. When a new class of positions is
established as provided in this resolution, the Chief Librarian (or Di~
rector) shall recommend the assignment of the class to a level in the pay
plan. After receiving the Chief Librarian's recommendation, the Library
Board of Trustees shall assign the class to the level in the pay plan which
it considers appropriate.

ARTICLE III. APPOINTMENTS, SUSPENSIONS, AND DIS/ISSALS

Section 1., Appointments. Appointments to positions with the .
Library shall be made on the basis of educational, technical

and personal qualifications, ability and experience. Temporary appoint-
ments (six months or less) are made on basis of qualifications for permanent
position. Substitutes are engaged for irregular, temporary emergencies and
are appointed oa basis of comparable qualifications with permanent staff
members for whom they are substituting. All employees will be appointed
by tlie Chief Librarian (or Director).

Section 2., Probationary Period. All appointments to positions in the
service of the Library shall be for a probationary period of 1z
months. During this period, the staff member's work performance is re-
viewed and evaluated by the supervisor and his strengths and weaknesses
discussed with him. (See Exhibits IV and V for Personnel Service Rating
Report) New staff members are given orientation in the operation of the
library, its objectives and history as well as instruction concerning
their duties. All new staff members are expected to familiarize themselves
with the Staff Manual which covers rules and practices of the library sys-
tem. If the new staff member fails to give satisfactory performance and
is not to be continued in service after the probationary period, he is
given at least % months® notice prior to the expiration of his probationary
period i: holding a professional position and at least 2 weeks' notice if
holding a nonprofessional position. The library is not obligated to re-
tain a probationer throughout his probationary period if his performance
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is not satisfactory or further training will not be of any help. In su.h
cases a professional librarian receives one month's notice and other em-
ployees two weeks' notice. At the time of permanent appointment, the
performance rating of the probationer is reviewed and the decision for
permanent appointment is made by the Chief Librarian (or Director).

Section 3. Prometions and Transfers. Promotions and transfers within
the existing library staff are considered when a vacancy occurs, although
the library is free to seek candidates from other sources to fill the va-
cancy with the beet qualified person. Promotions are based on satisfac-
tory performance service ratings, educational, technical and personal
qualifications. Length of mervice is not a determining factor except in
the case of equal qualificetions of candidates. BEvaluatioa reports of
employees are made periodically by supervisors to ascertain abilities,
performance and pctentialities of staff members (See Exhibits IV and V
Perstnnel Service Rating Repor+t). These reports are used for promotion
and transfers as well a2 demotions and termination of service. All evalua-
tion reports are filed in tl.e Personnel Office.

Section 4, Demotion or Dismissal. If an employee fails to fulfill the
duties and responsib*lllles of his position, he may be placed in a lower
grade posiltion at the pay scale assigned to the lower position. Previous
warning and opportunity to improve shall have been given. Emplcyees
gullty of gross negligence, disloyalty to the library, or defects of char-
acter that bring discredit upon the library may be demoted or dismissed by
the Chief Librarian (or Director) without notice.

8ection 5., Right of Appeal. Any employee demoted or discharged may
appeal to the Library Board of Trustees after notifying them in writing
of his desire to appeal his demotion or discharge. An employee charged
with conduct which is criminal, infamous or dishonest in the eyes of the
law, may be suspended without pay pending thc outcome of the hearing. If
the employee is cleared by the hearing, restitution of unpaid salary is
made ™

Section 6. Reduction in Forcee. In the event that a reduction in Torce
becomes necessary, consideration will be, given to the quality of each em-
ployee's past performance, the needs of the service and seniority in de-
termining those employees to be retained.

ARTICLE IV, CONDITIONS OF EMPLOYMENT

Section 1. Hours of Work. (a) 7he standard work week for library
employees of the Library shall be hours per week.

(b) Sunday Hours. Sundsy work is figured in the hours per week
schedule and is arranged on a rotating basis. Additional pay for Sunday
hours is received at a rate specified by the Chief Librarian.

(c) Time for Meals and Relaxation. One hour oun employee's own time is

allowed for lunch or supper and is required to be taken except in emer-

gencies. Each staff member is allowed 15 minutes of library time during
each half~day schedule for a relief period.

Section 2, (a) Annual Leave. Bach full-time member of the library
staff of the Library shall earn weeks' annual leave

each year. Proportional vacation time is allowed after six months'! serv-
Q

-

03



55

ice. Part-time employees working on a regular schedule receive the same
proportionate vacation allowance as is given full-time staff members. No
vacation allowance is given those employed on a temporary or substituts
basis. Full-time pages and maintenance employees are allowed WOoTk--
ing days in each of the first three years of service and _working days
thereafter., Holidays falling within the vacation period are counted as
part of the vacation allowaunce. Vacations must normally be taken within
the vacation year in which granted and at least two-thirds shall be taken
as a unit.

(b) Annual Leave Taken as Barned, Annual leaVA may be taken as earned
by the employee with the approval of the Chief Librarian (br Director).

Section 3. Holidays. Library employees will receive full pay for the
following holidays (l1ist holidays).

Section 4. Sick weave., (a) Definition of Sick Leave. Sick leave is

a privilege granted by the library. Leave from work with pay may be

charged as sick leave if the absence is due to sickness, bodily injury,
quarantine, required physicail and dental examination or treatment that can-
not be arranged outside of scheduled working hours, exposure to a contagious
disease when continved work might jeopardize the health of others, illness
“in the employee's family which requires the care of the employee, or the
funeral of a member of the employee!s family. All such absences with pay
shall be charged agcinst the sick leave allowance.,

(b) Previous Sick Leave Credit. 8Sick leave credits accumulated by each
library employee shall be retained as of the effective date of this reso-
lution.

(¢) Accumulation of Sick Leave. Each full-time employee and part-time
employee working on a regular schedule on commensurate basis shall earn
leave at the rate of one day of each month worked, Sick leave may be cu-
mulated indefinitely.

(4) Physician's Certificate. A physician’s certificate may be required
as to the nature of an employee's illness and of his physical capacity fto
resume his duties.

(e) Separated Employees Lose Sick Leave Credit. Employees who resign or
retire or are dismissed from library employment shall not be paid fov any
accrued sick leave., Credit for accrued sick leave will be computed zn
Local Government Retirement payments.

Section 5. Military Leave. The Chief Librarian (or Director) mey
grant up to two weeks of military leave with pay in any fiscal year to
any full-time library employee for Reserve or National Guard training.
Military leave shall nct be charged against the annual leave to which the
employee may be eligible.

Section 6. Civil Leave. A library employee whc is called for jury
duty or as a witness for the Federal or State governments or a subdivisicn
therecf, shall be entitled to leave with pay for such duty during the re--
quired absence., The library employee may keep all fees received for jury
duty in addition te his regular compensation.

Section 7. Educational Leave, (a) A special leave of absence at full
or part pay may be granted by the Library Board upon the recommendation of
the Chief Librarian (or Director) to permit a library employee with out~

ERIC 80

wll Toxt Provided by ERIC




55

standing service record to take courses of study which will better equip
the employee to perform his duties. These course~ may be either in 1li-
brary service or in an appropriate field.

(b) Short term leaves of absence with pay or adjustments of schedule may
be made for employees to attend special workshops, institutes or training
courses to increase his competence on the job.

Section 8. ILeave Without Pay., A library employee may be granted a
leave of absence without pay for up to one year by the Library Board of
Trustees upon the recommendation of the Chief Librarian (or Director) for
reasons of personal or familv illness, completing education or for special
work which will permit the library to profit by the experience gained or
the work performed.

Section 9, Activities and Affiliations. (a) Leave with pay is allowed
employees to attend library conferences and other professional meetings.
The library contributes to the expenses of the officially designated repre-
sentatives. Representation at such conferences is rotated among members
of the staff with employees taking active participation, such as committee
work, receiving priority.

(b) Preparation for radio and television broadcasts, story hours, hook
talks, displays, etc., is legitimate library work ad may be done on 1li-
brary time,

(c) 8taff members are encouraged to become members of _.ivic, educational
and professional organizations to provide a liaison between each organiza-
tion and the library.

ARTICLE V. INSURANCE BENEFITS
Section 1. (a) All library employees are covere” by the North Carolina

Public Employees’ Social Security Agency and the Nor Carolina Local
Governmental Employeefs Retirement System. Bach emr ‘ee shall have the

employee's tax or contribution for these coverages ¢ cted from his salary
each month. All library personnel are covered by W ien's Compensation
Act.,

(b) Pension and retiremen® arrangements are automa  cally effective for
all permanent employees after months of serv. ce. Regular deduc-

tions are taken from the employee's salary with the library making a con-
tribution for each member.

(c¢) A group hospitalization plan is available for library employees who
wish to participate. A life insurance policy is carried by the library
for each employee in the amount of dollars.,

Section 2. Bach library employee who has attained the age of 65 shall
be retired at the end of the fiscal year unless the Chief Librarian and
the Library Board of Trustees shall request that the employee remain in
service, The request for the library employee over 65 years of age to
remain in service must be renewed annually or the employee will be re-
tired automatically at the end of the fiscal year.

ARTICLE VI. CONFLICTING RESOLUTIONS REPEALED

Section 1. All resolutions or parts of resolutions in conflict with

1
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the provisions of this resolution are hereby repealed.
ARTICLE VII., EFFECTIVE DATE

Section 2., This resclution will become effective as'of

(date)
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Name of staff member
Agency where assigned

Classification grade

cey e
F T A

CLEVELAND PUBLIC LIBRARY
PERSONNEL SERVICE RATING REPORT

Year

How long in

o _.Title

present

assignment? e

Thumb-nail sketch of person’s principal work to be ente.2d here by immediate supervisor.
For example: Works at charging desk; or, Adult reference work; or Children’s room asst.;

or Clerical duties; etc.

person’s duties, just encugh to characterize in general what his work is.

This is not intended to be a job description to enumerate all the

T ~ters should read each line carefully.
of the phrases which describe the employee most accurately.

On each line place a check mark (v)to the left
iIf you want to write a

special note about a trait, put itat the end of each sheet and call atrention to it byplac-

ing ap asterisk in the left-hand column,

Instructions for Raters shculd be read before

marking. Immediate supervisor will check with blue pencil, Department Head with red
and intermediate supervisor ( when such a positica is involved) with green.

PART I - WORK PERFORMANCE
Rate the quality of work done.

Plus or minus signs may be added after a check mark to indicate gradations (v- orv+).

Exceeds . THE AVERACE -y Falls Short

MNeeds

-

i Very gonod Poor
Trait ¥ Y8 o ¥ v ¥ Improvement ¥ 00
Reasonable .
Comprehends standard of Learns slowly, O ften misinter-
1. AP 'UDE quickly and performance; Needs detailed prets and fails to
Abit1ty to with striking about how instructions perform work as
learn success average good ‘ requested
person would
rate
Almost no non Too many Very many errors;

2. ACCURACY errors; high errors work must always
standards be checked
This is - Superficial; Does not com-

3. THOROUGHNESS characteristic. careless in p]e_te assignments
Sees things following satisfactorily
through through
Desks and uon Discrderly Slovenly

4. NEATNESS (in surroundings

work habits) always neat;
excellent
housekeeper
Remarkable won Fitful Habitually
QO 5. MEMORY memory forgetful,

ERIC

Aruitoxt provided by Eic:
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Excecds 4——— THE AVERAGE -———> Falls shorl
i

Traeit

v— Very good

1+—_.__—$

l

Needs
¥ Improvement

r-““ Poor

' Analyzes and Reasonable Has diffi- Work must be
2 (\;,%%QN[ZING orgur{izes work standard of culty in - organized for
| readily; clearly performance; organizing him
and intelligently about how work
average good
person would
rate
Fast worker; Just encugh Accomylishes
7. QUANTITY does more than w 7o get by 80 little as o
OF WORK could be be unnaccepta-
eepected ble
Sound, Indecisive; Poor
B. JUDGMENT mature judge- " n decisions judgement;
ment; makes de- should be ' does not use
cisions readily wmore thoughtlul common sense
.. Never late; Usually on Frequently Usually
9. PUNCTUALITY certainly not time y lqte, but late;
without very tries to indifferent
good cause correct habie to reproof

SCORE ON WORK
PERFORMANCE
LI B
Record wotal no.

of checks in
each column

TO-
TAL

TO-
TAL

TO-
[TAL

ADDITIONAL COMMENTS ON TRAITS INDICATED

TRAIT NO.

Q

ERJC-
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Name of staff member we. coon oo

PART - PRGN U A i

fiwte for persounaliiy facte -

Fxceeds e THE AVERAGE — 3.

Trait

_

I alls Short

Nf:(:ds

Vere
o Very good > 47 baprovement N Poor
Exgeptionally pleas- Careless or in-
10. APPEARANCE ing; shows dis~ Acceprably neat appropriately Slovenly
AND DRESS criminating taste dressed
M_.\,,; ,_.yt,._._,,r_.__.,_\.‘ — —
Almost aever ou Seems healthy and f.ac tamina i : i
11. HEALTH ill; stands up under use of sick llga\l?: petios rast:d. n’?c:g S::é'i:};.,‘; St:r:;)uri
pressure; abundant not excessive often on sick leave : ©
energy
12. POISE Always master of Selfeontrolled
(Emotionzl self in any urder ordinary Easily npset 11l at ease
self control) situation JiCwastances
Has charm. Is ' dine : - i
13, MANNERS sincerely gracicus Usually polite E {::\:l:("\:ed mLF)Zk gléggsﬁizratea
. : and always atd vaccful i S Lacks di ruae an
COnSi derate E tact 1scourteous
g e o S S -
14. INITIATIVE SN Abous how average | Setions or o oeE” A plodder. Needs
. . vises new sclemes good pewson would | ahead withoﬁt bein pushing
and methods rare ! told £
Exceprionally open~ W Satisfied with status Rejects
15. ADARTABILITY minded and willing "o quo. Too conser new
e to test ideas of vative about new methods
othets ideas
Good tzam-worker, , . Pref to k
16. CO-QPERA- Goes out of wav to Works well with refers to wor Poor te am-worker.
TIVENESS make things run most people along, Cooperates Puts self-interest
smoothly grudgingly first
Unusually construc- Accepts policiesand Attitude rarely help- Disruptive infiuence
17. LOYALTY TO tive artitnde. Con- procedares. Abour | fal. Usually find SHup '
Y . - » . Usually finds Stirs up trouble
LIBRARY tributes much ro how average good | fault
esprit de corps person would rate
e Genverally accepts it .
18. ‘_Ar'ggllgéjglr We(]ic.o{rigs criticism and trie Sym dop Can lz_l}!;vays find Resents criticism
CRITICISM Aoc acts upon it beerer on alibi
SCORE ON PERSONAL {TO- TO- TO TO-
QUALITIES TAL TAL TAL TAL
® v % 9
Record total no.
of checks in each
column i
i
H
i
£ RO S
TRAIT NO. ADDITIONAL COMMENTS On TRAITS INDICATED
O
-

(o)



Name of staff member,

U e YAy

PART Il - ADDITIONAL DATA N

1. Character ( honesty; ethics; personal behavior),

——m

2. What is this employee’s attendance gecord? (very good, good, fair, poor)

3. Extenuating circumstances that should be known, as handitaps, personal difficulties, =tc.

4. Cite efforts or activities during year that helped strengthen person’s qualifications ( as college
courses, important outside activities, etc.)

5. Potential for growth

PART IV - RATING AND RECOMMENDATION

1. In cbe diagram below, c¢heck the space under the rating which most adequately represenrs your best over-
all judgment of this employee in his present position. ‘“Unsatisfactory’”’ and *‘Outstanding’’ should be used
only rarely and then only when you can justify the rating with specific evidence. Colored check marks are

to be used, as specified for Parc I.

STANDING VERY FAIRLY
our SATISFACTORY SATISFACTORY SATISFACTORY

UNSATISFACTCRY

2. In view of employee’s over-all performance and value tc the Library, please indicate your recommendations below:

Merit increase No salary increase at this ¢time
Transfer to Warning that improvement is essential
Discharge Other

Signature of Immediate Supervisor Date
Signature of Intermediate Supervisor Date
Signature of Department Head Date
Reviewed by S Date

Signature of staff member after
discussion with supervise:

O

Rc .




Name of staff member . Year
PART V - ALL PROFESSIONAL L.IBRARIANS
(INCLUUING ALL DEPARTMENT HEADS)
In additiou to the generai Persoanel Service Rating Reports made
for all employees, the following sheet is to be appended for persons
neted above.
EXCEEDS 4~———— THE AVERAGE———— FALLS SHORT
v Very good ‘F-MVL ¥ More needed - Poor
A PROFESSIONAL Satisfactory beok
% COMPETENCE background and
knowledge of
Staff members re ference tools.
1 whose work ne- Skili ia relating
cessitates much material to needs
handling of of borrowers
books
or Wide knowledge of
9 Administrators library materials
whose work is and problems, io-
not done with cluding knowledge
book in hand of how to proceed
and develop set-
vices & staff
B. RELATIONS WITH
LIBRARY PUBLIC
¢ Enthusiastic; Serves borrowers Indifference Public
1 iti;fwrr;i{(nl;e{ti sought by , pleasant]y apparent to rebuffed
books and pa- patrons public
trons directly
or
9 Those in behind-
the-scenes
departmen:s
C. X-}{'IQIFI'%%S%OENA]_]; Real enthusiasm Participates in No apparent in- Obviously shuns
ACTIVITY for profession. A.L.A. and O.L.A. terest, Jast does outside activi-
Very active in and staff organiza- job and goes ties. No contri~
library and com- tions; reads profes- home. bution to pro~
Interest beyond munity affairs. sional literature fessional field
immediate job A valuable asset
even outside
local orbit
Q
-
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Name of staff member

Year

PART VI - RATING ON SUPERVISORS ONLY

Thke following should be filled for all supervisors, as Department

Heads, Diviasion Heads, Branch Librarians, etc.

EXCEEDS <——— THE AVERAGE ———% FALLS SHORT

K Very good

(2.

oo Meore needed

F—— Poor

T

LEADERSEIP IS)timuliates s:?ff. Into.;;ested in Do%? not inspite Discourages and
evelops staff staff. staff to grow. represses staff
OF STAFF members of high Occasionally Lets subordinate do mgmbers
caliber develops good the leading
workers
FAIRNESS Exceptionally fair Deels justly and Sometimes unjust Plays favorites.
and square. Staff impartially or partial Easily
entausiastic in in most cases prejudiced
support
' K otk i Obtains adequate Too little over- Hesitant apd vague.
SUPERVISORY eeps ork running a sight of work; too Unabl ghe.
ABILITY smoothiy and de- results from rarfow horizons nable to see

velops staff and
agency service at
same time

staff

and limited fore-
sight hampers
accomplishment

things through




EXHIBIT V
IREDELL PUBLIC LIBRARY EMPLOYEE EVALUATIMYN REPORT

EMPLOYEE'S NAME ' RATING PERIOD ENDING
TITLE DEPARTMENT

RATE COMPETENT I HAVE READ THIS REPORT.

EACH IMPROVEMENT NEEDED

FACTOR UNSATISFACTORY : EMPLOYEE'S SIGNATURE

MARK EACH ITEM

+Strong -/Standard ~Weak COMMENTS
1. QUANTITY O O O
() Amount of work performed
() Completion of work cn schedule
2. QUALITY O O O
() Accuracy
() Neatness of work
() Thoroughness
()} Oral expression
() Written expression
3., WORK HABITS O O O
() Observance of working schedule
() Attendance
() Observance of rules
() Economy of time and material
() Compliance with work instructions
() Orderliness in work
() Ap»lication to duties
4, PERSOKAL RELATIONS O O O
() Getting along with fellow employees
() Meeting and harndling the public
() Personal appearance
5. ADAPTABILITY O O O OVER~ALL EVALUATION
() Performance in new situations
() Performance in emergencies UNSATISFACTORY
{) Performance with mininum instructions IMPROVEMENT NEEDED
() Initiative COMPETENT
6. LOYALTY O O O

() Attitude toward library
() Adherence to library ethics

7. SUPERVISORY ABILITY O O O
Ability to get work out

Planning and assigning

Training and instructing
Disciplinary controi

Evaluating performance RATER . DATE
Making decisions

Fairness and impartiality

This report is based cn my ob-
servation and/or ~nowledge.

It represents my ~st judgment
of the employee'. , erformance.

I have reviewed this report.

FTNSTNITNSNNSTN NSNS
N N N N N N e N N/

Approachability
o Leadership REVIEWER
ERIC -
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FORM PD-1i {Revised 4-59) 6M

EXHIBIT VI

NORTH CAROLINA
STATE PERSONNMNEL DEPARTMENT
Position Description

(Leave Blank)

1. employee's Name Uast, - First, Middle Initial 4. Commission, Board, Department, or Institution

2. Payroll Title . Position No. | 6. Division, Section, or Unit

3. Usual Working Title of Position 6. Place of Work or Headquarters (City, Building, Room or Other)

7. Name & Title of your Immediate Supervisor

8. Give the names and payroll titles of employees you supervise dircctly, if five or tewer. If you supervise more than five employvees, give the number under
each title. If you supervise one or more units, give the name of each unit und unit head and the number of employees in ench unit by title. If you supervise
no employees, write “none.”

4. Describe beluw in detair the work you do. Use your own words, and make your description so clear that persons unfamiliar with your work can understand
exactly what you do. Indicate whether dutie, are regular, periodic or occasional. Indicate by percentage of time how your whole work day is used. If your work is
of such a varied nature that it would he difficult to show an average day, consider the work of the entire year and estimate percentage of time spent on each task
of which your job is composed. Total of all Percentages should equal 100%%. If necessary, attach additional sheets.

Time WORK PERFORMED

O

ERIC | T




1+ dang have soin duties been about the «eame po deseribed? o0 oo

1" What are the na's v and estent of instructions you recave regarding yoor work? o

What other sguides ¢ ¢ ugec in your work? ____. e P e e e .
13. How and to what extent is your work checked or reviewed? ~—— R
e - — e e e ——————— e

14. Describe your contacts with other departments. outside organizations, and the general pubbic. e o — — — —0 — o ——— - —

15. List any machines you use regularly in your work and the per cent of time spent operating each.

__ %o . % Yo

— —— [ P ——— % - %
16. Regular Daily Regular Days Total Hours -
Hours of Work From: To: e Off Each Week N Per Week —
Explain any rotation of work shifts _ : ——

I certify that I have reand the instructions, that the above answers are my own, and to ti:c best of My knowledge that thev are accurale and complete.

DBte - e e e e m——— .. Employee's Signature . .. e e A

STATEMENT OF IMMEDIATE SUPERVISOR

17. The statements of the employee sre correct and comblete with the following execeptions or additions. o

18. What do you consider the most important duties of this position? — i -

19. Does this position involve typing? No ( ), Yes (). Vhat % of tir °% Is typing incidental ( ) or important ( )?
20. Does this position involve shorthand? No ( ), Yes ( ). What % of time? % Is shorthand incidental ( ) or imporiant ( )?

21. INDICATE THE MINIMUM QUALIFICATONS WHICH YOU TH{NK SHOULD BE REQUIRED IN FILLING A FUTURE VACANCY IN THiS POSIT

KEEP THE POSITION ITSELF IND RATHER _THAN THE QUALIFICATIONS OF THE INDIVIDUAI, WHO NOwW OCCUPIES IT. )
Minimum - ;
Education und T T B ——— .
Special Training - [ U e e o
Mirimum -
Experience, lengths —-- ———— e T s e
in years and kind — e
Licenses or Certificates ) i - - e
Required e e e e e s ST TS T T T T
Special knowledges, o
sbilities, skills, physical - ) -
requirements, afe, pex e e e - i e e e e
or other factors JE— e e ———— _
Date e Immediate Supervisor’s Signsture

STATEMENT OF DEPARTMENT HEAD OR AUTHORIZED REPRESENTATIVE

e

22, Comment on the sbove statements of the emblo¥ee and the supervisor, Indicate mny inaccurscies or statement with which you disagree. Please comment on .7

qualifications puggested by the supervisor.

. QO
ERIC ' - l? J-
Department Head's Signsture
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Annual Leave
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53

Appointments
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Certification of Public Librarians
regulations 21-22
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chief librarian 24
assistant librarian 26
acquisition librarian 27
adult services librarian 29
beokmobile librarian 31
branch librarian 33
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children's librarian 36
extension librarian 37
reference librarian 39
young adult librarian 41

assistant departmental librarian 43
preprofessional library assistant 44

business manager 45
secretary-bookkeeper 46
library technician 47
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bookmobile driver-clerk 49
janitor 50

library page 51
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Classification Plan
purpose of
assigning classes 1O
writing 'vecifications 10
allocating positions to classes

Condition. of Employment
sample k4

Consultan’
reasons for employing 3
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19-20
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sample rz-ing forms
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Tnsurance
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EJKU:orkmen's compensation 19

IText Provided by ERIC
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Leave
sick 19, 55
vacation 18
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without pay 56
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Organization
plan of 1
preparing plan of 3
charts 7,

Pay Plan
purpose of 1
preparing 14
sample resolution 32
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four elements of 1, %
need for 2
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Position Classification Plan
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Resignation Notice 13

Retirement Plans 19, -8
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see alSo pay plan
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Samples
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Sick Leave 19, 55
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Working Conditions
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